- | OFFICE OF THE SECRETARY OF STATE
- | DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pubhoatio'n hilo 76—RM-1 for instructions on completing this form. Forward slgned' ong:?tal o
Department of Archives and I-Instory, Records Management Division, 330 Capitol Avenue Atlanta, Georgla 30334

Attention: Scheduling Section. ; S . P X

FOR AGENCY USE 1. Agency Address’ | T " FOR RECORDS MANAGEMENT ysE
Application Date _Georgia Department of Labor: ) Application Number ,
11-8-78 | ~Work Incentive Program 78-3 3 L‘
Application Number : Room 416, IBEW Bldg.’ | ' Dgte Recsived " Date cOmpmgd
, Atlgr\ta, Georgla 3:')312 - s ’TE“Q _g; 1978 I DEC 1 4 19?8‘_ :

2. Person to Contact > > ' ' ' S o T T U'Working Title” I Telephone Number
Jerry Moore 7 'State WIN Coordinator : 6_56-309}_8 ‘

3. Action Requested e e

'9. -XX ‘Estabusn Retention Schedule; record will continue to accumulate, ,
b.. O Dispose of presaﬁ_t:accumfxlatioﬁ;ﬁo further accumulation anticipated.,  .21v & .nii" -
¢. [ Amend Application No. _.. Check One: {0 Change; (O Supercede: [ Void

4, Dates of Series 5. Reoords Series Title (followed by title used in office; if different) : R
Earliest * Latest ‘Contracts ~(0JT, PSE, and Institutional Training} Reimbursable Bills;
1975 LPresent Contract Logs

6. Dnv;mhiﬁa Otfice Function ' >~ i What is the funclion of the Oms:on and the 'Offnoe in wﬁnch this record series Ts‘crea’ted’?
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Approves/disapproves contracts for job tralning with employers throughout the state.
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7. Record Series Description - This file contains the following documents (mclude form numbers and titles, if any):
. Attach samples of the file,
Documents relating to: Active contracts for JOb traming. Included are key contract pages
. copies of monthly*involces and service reports (ESA 1606, 1607, 160é,
1609, 1647). -

Included are: . ' ) " U
General Provisions for Cost-Reimbursement type contracts, Worksite
Summary, Contract Budget Summary Cost Breakdown, Budget ltem 1 -
Administrative Costs; Item 2, Wages, Workmen's Compensation and
Benetifs; Authority of Contractor, Certifications and Representations.

File is arranged: “_."‘numericai by Contract NUmber (last three digits)
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8. Monthly Reference Rate — How often are records referred to whuch are:

One'to si_x monthsold " -~ ; “*Seven to twalve monthg old —_—— ., Thirteen to twenty-four months old
twenty-five months and older ‘_T'""' At least once per month - all records .

9. Annual Rate of Aocumrgtio; of Records B
Letter-me drawers ; Legal-size drawers

;Sheives . ; Other (spocify)

AR-80-71; Rev. 8 ' L (Over)
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YES No__: 10 Queftlonnaure - (Placeran “X" 1n_the proper wlumnl ] AN

. ls this the official copy of the series x - _
X )f not, where is npc%p' SCE__V ction -
X b. Does the series contain COI?fldenttai information requiring Securltv handlmg? I yes, cite law or reguiation. “

2" c ls thusa vital r: record? ] : T

X d. Does this series have hustoncai or Ion_g term research value7 : i

-:| . When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these - -

' X ___ documents be scheduled separately? — e -~ .

._.._'._L_L._f Is the information contained in this seri published? 1% ves. atfach ot . w 8 11
X

g Is the information contained in this series ever analyzed and/or recorded in a summarlzed report?
L X | 7 Wves.attachcooy.
‘ h Is thera a Huplication of this series in your office, o in another offlce or agency?

X A _if ves. where? _ Fiscal Section, also local office where contract orlglnated
X liihnﬂmi[aﬁimwnMMwlarlv microfilmed? st \,i-;g,;.
[ X _L Does the record series result in 2 comouter printout? B i
11. Retentlon Requirements o A?The foilowing requnresthe senes tobekept . Admin. need & yrs. or untll Fed/St te
a. State Law SESIE : year!.r . . d Audit penod Audlt is performed _years.
b. Statute of timitation © 0 & . T vears. — “e. Administrative need SR R \j"ears.; -

1 = Fegeral law - E qvi?érs E Federal retentlon mstructlons — =
-~ [fl-l aidrqjudh gl }\ P1 VG R R A AR I o Lo Ko Sy ' : 7
) ! .p_-'—:tr‘t a‘! H tren ,jq 'i""?l‘

%\mch eopv or excert of laws or regulations. Explain administrative need. :
‘These records _contaln some documents not contained in origlnal Fiscal records - possible

audit trail or audit-related questlons may arise which would relate to these records.
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(12, Approud Dlspomnon Instructions Thi-r.*agencv recornmends that the file s;ries be cut off at the end of each: |
O Calendar Year;XR8XFiscal Year; OO Other . then,

O Hold in the current files area . _.month(s) —_________ _ year(s): then
Transter to loca) holding area; hold A FY year(s); then
& Transfer to Stute Records Center: hold b FY year(s); then

Destroy,
O Transfer to State Archives for permanent retention.
O Other (Specity)
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Thess instructions apply to all prior and future accumulations of the series.
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